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Agency

Town of Ocean City, Marytand

Division/Unit

Public Works Construction

ITEM

NO DESCRIPTION

RETENTION

1 Subject files:

2 Division accounts:
street light retrofit, etc.
3 Projects:

center, various street improvements,
engineering projects, site drawings.

4 Budget files:

Annual reports, change forms, budget
worksheet, correspondence, equipment
purchases/large and small.

5 Personnel files/blank forms:
each employee, includes: leave report,

disciplinary action report, increment
justification form (copies-originals to H.R.)

Airport, sidewalk maintenance, bids, concrete

recycling, manuals, bus shelters, drawings,

SHA, contracts, underground storage tanks,etc.

Bulkheads, leases, storm drains, snow, water

Boardwalk, city hall renovation, convention

Various personnel forms, personnel files for

performance appraisal, change/action requests,

Screen annually. Destroy material having no
further administrative, fiscal, legal or
operational value. Retain permanently any
material that serves to document the origin,
development and accomplishments of the
department. Transfer periodically to the
Maryland State Archives.

Retain for life of lease plus three years, then
destroy.

Screen annually. Destroy material having no
further administrative, fiscal, legal or
operational value. Retain permanently any
material that serves to document the origin,
development and accomplishments of the
department. Transfer periodically to the
Maryland State Archives.

Retain for three years and until all audit
requirements have been fulfilled, then destroy.

Retain for three years after termination,
then destroy.

APPROVED BY DEPARTMENT, AGENCY, OR
DIVISION REPRESENTATION

DATE 02-12| (OOA Y
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Agency

Town of Ocean City, Maryland

Division/Unit

Public Works Construction

ITEM
NO DESCRIPTION RETENTION

6 Engineering drawings: Retain for life of project plus 1 year, then
Drawings for various city construction projects: | destroy.

Sediment/erosion control, sequence drawings,
plan view, details, utility plans, water main
profile, etc.

7 Storm drain files: Retain for life of project/agreements plus 1
Contains but not limited to: ) year, then destroy.

Site drawings, correspondence, agreements,
maintenance reports, sediment control plan,
etc.

8 Water projects: Retain for life of contract plus 3 years, then
Contains but not limited to: destroy.

Information for various water construction
projects, purchase orders, correspondence,
contracts, utility permits, water meter pricing,
etc.

9 Sidewalk condemnation: Retain for 3 years and until all audit
Contains but not limited to: customer master requirements have been fulfilled, then destroy.
file inquiry, bills for repairs, invoices,
condemnation notices, UPS certified mail -
receipts, etc.

10 Storms: Retain until updated or superseded then
Snow removal policy, damage 1992, hurricanes, destroy.
hurricane plans, etc.

11 Employee files: Retain for 3 years, then destroy.

Contains but not limited to:
Leave of absence request forms, doctor notes,
etc.

APPROVED BY DEPARTMENT, AGENCY, OR
DIVISION REPRESENTATION

DATE 1/ Z/ﬁl /00
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OCEAN CITY SCHEDULE NO. M/DD

FINANCE DEPARTMENT

RECORDS RETENTION AND DISPOSAL SCHEDULE PAGE 3 OF 3

Agency . Division/Unit

Town of Ocean City, Maryland Public Works Construction

ITEM .

NO DESCRIPTION RETENTION

12 Misc. subject files: Screen annually. Destroy material having no
Contains but not limited to: further administrative, fiscal, legal or
Equipment files, field change orders, insurance | operational value. Retain permanently any
certificates, silt fence info., correspondence, material that serves to document the origin,
brochures, storm drain vendor information, development and accomplishments of the
employee forms, purchase order copies, department. Transfer periodically to the
training info., employment applications, etc. Maryland State Archives.

13 Vendor files: Retain for 3 years, then destroy.
Contains but not limited to:
Packing slips, bills of lading, purchase orders,
etc.

14 Maryland Department of Transportation: Retain for 3 years and until all audit
Driver vehicle condition daily reports requirements have been fulfilled, then destroy.

APPROVED BY DEPARTMENT, AGENCY, OR SCHEDULE AUTHORIZED BY

DIVISION REPRESENTATION

DATE 07—/2‘/00 _
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]
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STATE ARCHIVIST
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INSTRUCTIONS — TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION
SCHEDULE (DGS 550-1}

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

T21S WATERLOO ROAD
P.O. BOX 275 - JESSUP, MARYLAND 20794

/
‘Page / / 7
7 /

1. DEPARTMENT/AGENCY

OBy Lt

2. DIVISION P”bé/é lj"&

i e D

K1, unT

CoVsTriciimd |

DEFINITION - Records Sgfies

- A group of related recotds normally filed and used as a unit for reference as

well as retention and disposition purposes.

4. RECORD SERIES TITLE

,Q’yé/ﬂfgzﬁ

5. EARLIEST YEAR / LATETEST YEAR

[P0 LT

6. RECORD SERIES DESCRIPTION ( Briefly describe the types of information/cccumentsiorms f

ConJEUE S0 T S eropd S M
/Vf’ Y i S

W Coels //M/ﬁwof

Conlrzre 4

BKW,V \—5/2

cund in the Series. Include

5/’/”&/27/%5) @/@.‘

the purpose or function af the Series;

~—

546/%

7. RECORD SERIESFORMAT(S) - 8. RECORD SERIES SEQUE 9., VOLUME /
- ' o File Drawer(s)
etier Size a Microfilm Iphabetical . a Microiilm Ree! {s;
o ' G Computer Taoe {3) .
O Legal Size a Computer Tape O Numerical g C Other (Spec ./) .
O Bound Book o Floppy Disk G Chronolegical ‘Number L, ” ﬁ
a Audio Tap o deeo Tcpe G Geographical 10. ANNUAL ACCUMULATION
/ o a File Drawer (s}
ther (Specif o Other (Specify) G Microfiim Reet {s}
o Computer Tzpefs)
) \/ _— Q Other {Specify)
= é =2
// / Number
11. FiLE IS USED 12. FILE BECOMES INACTIVE AFTER
Daily O Weekly a Monthly o Month(s) a  ‘Years)

Number

13. CURRENT LOCATION(S) (BIdg Floor, Room)

s

14. 1S RECORD SERIES DUPLICATED ELSEWHERE?

{If yes. specify agency or cifice}

g Yes d No
15. ACCESS RESTRICTIONS (If yes, cite taw(s) & regulation{s) 16. AUDIT REQUIREMENTS
O Yes o No o None a State o Federal O Independent

17. (S AN INDEX SYSTEM USED? {If yes, explain briefly and
describe any hardware/software)

a  Yes o No

18. RECOMMENDED RETENTION [f 5 o=

Redorsl= hBterolrons

f-e/x/zf:zé-

19. NAME AND TITLE OF PREPARER

20. TELEPHONE NUMBER

21, DATE

25504 {Revised 1/93)




[NSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION
SCHEDULE (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES

RECORDS MANAGEMENT DIVISION
- 7275 WATERLOO ROAD
P.O. BOX 275 - JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

3. UNIT .
CoCBI P iond

A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes.

2. DIVISION f L//C }(7/765

| 1. DEPARTMENTIAGENCY ,

ey oo

DEFINITION - Rec

s Series -

' 4. RECORD SERIES TITLE 5. EARLIEST YEAR / LATETEST YEAR

Dywision/ /@ﬂ, = (o

6. RECORD SERIES DESCRIPTION ( Briefly cescribe the types of information/Cocumentsiferms icund in the Series. Include the purpese or function of the Series;

C&/ch?/% 1 //A/ﬁa%é - £ s - - ST r DIINES -
oy ley7er; é/f'defzﬁ%/}%/” f‘ o A

7. RECORD SERIES FORMAT(S) - 8. RECORD SERIES SE NCE - 9., VOLUME /
S ' ' rile Drawer(s)
elter Size 0 Microfilm Iphabetical ‘ O Microiilm Reet isj
) ’ : . . ‘ : O Compuler Teoe {3}
Q Legal Size 8 Computer Tzpe a Numerical . € Other (& pecw)
O Bound Book O Floppy Disk Q. Chronolegical “Number d /
O Audio Tape o V\d°:> Tape G Geogtaphicai 10. ANNUAL ACCUMULATION
) . O File Drawer {s; -
"0 Other (Specify) @ Other (Specify) g Microfilm Reet {s}
0 Computer Tape{s)
/ a Other (Speciiy)
A Cé’/7/
Number
11. FILE S US 12. FILE BECOMES INACTWE AFTER
Daily - 0O Weekly G Monthly . o Month(s) o Year(s)
o Numbert ’
13. CURRENT LOCATION(S} (Bldg,.' Floor, Room) 14, IS. RECORD SERIES DUPLICATED ELSEWHERE? {If yes. scecify agency r cfficel

15. ACCESS RESTRICTIONS (If yes, cite law(s) & regulation(s)

16. AUDIT REQUIREMENTS

O Yes : . g No O None 0 State O Federal O Independent

18 RECOMMENDED RETENTION %jﬁ F/\ A//Cei D/L‘
LFse ,ﬁ/ws 3 yerrs, /e

17. IS AN INDEX SYSTEM USED? (i yes, explain briefly and
describe any hardware/software)

O Yes_ i o No

!

19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBZ

21. DATE

3 550-4 (Revised 1/93)




INSTRUCTIONS — TYPE OR PRINT A SEPARATE FORM FOR EACHNEW | DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS lNVENTORY
REVISED RECORD SERIES. FORWARD WiTH RECORDS RETENTION RECORDS MANAGEMENT DIVISION

SCHEDWE [DGS 550-1) 7275 WATERLOO ROAD
P.O. BOX 275 - JESSUP, MARYLAND 20734 - Page ;i_ _ﬁ_

1. DEPARTMENT/AGENCY . 2. DIVISION P/{k//&Wﬁ 3. UNIT .
gregd Oy  lemstatas | tonB TG0

DEFINITION - Recordg-Series - A group of related records normally filed and used as a unit for referance as well as retention and disposition purposes.

4. RECORD SERIES TITLE 5. EARLIEST YEAR / LATETEST YEAR

6. RECORD SERIES DESCRIPTION ( Briefly describe the types of informztion/cccumentsiforms ‘cund in the Series. Include the purpese or funclion of the Series:

| ﬁp%/e//@%/«/(’ (L/j/' /79;// 6@/1%77579’@17//5%
Cenfors yrnrsoms SHB=T ZHPIVCHEATS S
= ’%//dféﬂ/% }/ ;7/4//'/;5 = &/f%’d//&(s Y,

\

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES ENCE - 9. VOLUME /
T ' Fite Drawer(s)
Alphabetical

Letter Size a Miceofim a Microfilm Reet {§;
’ a Computer Taoe i3)

Z’ © Other (Specily)

O Bound Book a Floppy Disk O Chronalogicat “Number A,/ E

O Legal Size a Computer Tapé - a Numerical 4

a]

Geographica! 10. ANNUAL ACCUMULATION

.0 Audio Jape Q Video Tepe ) :
‘ ) . _ . . O File Orawer s;

"&Dther (Specif Other (Specify} : G Micrafilm Reet {s]

o Computer Tzpe(s)

| %&’7/ Q Other-iSpecify)

Number
11. FILEIS US _ l . 12. FiLE BECOMES INACTIVE AFTER
l Daily 0 Weekly G Monthly i . : g Month(s} a  Years)
. Number
13. CURRENT LOCATION(S) (Bldg; Floor, Room) 14, 1S RECORD SERIES DUPLICATED ELSEWHERE? ({If yes. specify agency or cificel

5. ACCESS RESTRICTIONS {If yes, cile law(s) & regulation(s) 16. AUDIT REQUIREMENTS

0 Yes : . a No O None O State 0 Federal a Independent

i7. IS AN INDEX SYSTEM USED? {If yes, explain briefly and 18. RECOMMENDED RETENTION [/{ S = ?6 WZA
~ describe any hardware/software)

o Yes ' : o No er d" 220,

19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER 21. DATE

- 5504 (Revised 193)




INSTRUCTIONS ~ TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION
SCHEDULE (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES | AGENCY RECORDS INVENTORY
RECORDS MANAGEMENT DIVISION

/ /
. T275 WATERLOQ ROAD : - 2
P.O. BOX 275 - JESSUP, MARYLAND 20794 - Page of i

1. DEPARTMENT/AGENCY

iz (T

2 DIVISION P

LhHC WP RS | 3 un _
S| CorstTizetiond

t

DEFINITION - Records Spfgs - A group of related records normally filed and used as a unit for referance as well as retention and disposition purposes.

|

4. RECORD SERIES TITLE

| %%af E/;s

5. EARLIEST YEAR / LATETEST YEAR

Vo S

6. RECQR(SER!ES DESCRIPTION ( Briefly describe the types of information/cecumentsiforms ‘cund i the Series. Include the purpose or function of the Series;

CoGZpn2s > Jlp e

/@9&/475_—: GW/&cﬁ/g"Wé -
5//@&%’ M/}{éééé/j ép///“/@é B =T

, S/
| E?////ﬂ/ﬁgﬂmf%/;ﬁfé LSy Fe qz-eswzﬁ///

Letter Size a Microﬁlm,
QO lLegal Size o Combule: Tapé
O Bound Book O Floppy Disk
0 Audio Tape o Vlideo.Taae

" @ Other (Specify)

8. RECORD SERIES SEQUENCE - ] 9. VOLUME .
Iphabeticai » . Microfilm Res! {sj

a
: a Computer Tzoe is) .
o Numerical a]

y Other (Spectiy)
GO Chronologica! T “Number
G CGeographical 10. ANNUAL ACCUMULATION
o g a File Drawer (s}
O Other (Specify} : ’ G Microfilm Reel s}

0 Computer Tzpe(s)

éﬁé‘/w/ | ’ ————: Other (Spec}fy).—-___

Number

11. FILE IS USED

Daily O Weekly G Monthly

12. FILE BECOMES INACTIVE AFTER

a  Month(s) c  Year(s)
Number

13. CURRENT LOCATION(S) (Bldg.. Floor, Room)

G575 ee]

14. IS RECORD SERIES DUPLICATED ELSEWHERE? {If yes. specify agency or cffice!

15. ACCESS RESTRICTIONS (If yes, cite law(s) & regulation(s)

0 Yes : : O No

o Yes - ’ S No
-~
16. AUDIT REQUIREMENTS
Q None 0 State O Federal O Independent

17. IS AN INDEX SYSTEM USED? (If yes, explain briefly and
describe any hardware/software)

O Yes : 0 No

18. RECOMMENDED RFTFMTINM

Retain for 3 years and until all
audit requirements have been

19. NAME AND TITLE OF PREPARER

- fulfilled, then destroy. ) .
20. TELEPHONENM -~ - j

3 550-4 (Revised 1/93)




INSTRUCTIONS — TYPE OR PRINT A SEPARATE FORM FOR EACH NEW | DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY
REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION RECORDS MANAGEMENT DIVISION )

SCHEDULE (DGS 550-1) . 7275 WATERLOO ROAD : é/'
P.O. BOX 275 - JESSUP, MARYLAND 20794 . Page &2  Of

1. DEPARTMENTIAGENCY 2. DIVISION PMQL‘)D M)’[{S 3. UNIT . *
ey’ Orer BT, | LonSlaetion

! DEFINITION - Records $€ries - A group of related records normally filed and used as a unit for referance as well as retention and disposition purposes.

| 4 RECORD SERIES TITLE

5. EARLIEST YEAR / LATETEST YEAR

‘756%//052 //7%\5/5/%% 5?72« /B

6. RECORD SERIES DESCRIPTION ( Briefly describe téypes of informetion/cocumentsiforms found in the Series. Include the purpose ot funclion of the Series:
Contnis 2 yi s oy Spmarad 757 Fass SR
VCrGonne . s fai- et E’Wé/'éf 5 //Vé/%
Lepve /@,@pnﬁ f2r 75 e %Pf%/@gzi/f
i A i
| 475 X mf?mé/s T Srrrrmw fesorerves
7. R::m/ss:.emﬁ FORIMAT(S) 'i . . - g RECWNCé o .. | VOLUME rm;s)

O Microfilm Rest sj
[a]

)4

Computer Tape {5} .

O Legal Size : O Computer Tape - ) a Numerical R . Ez C Other (Specily) .

O Bound Book a _Floppy Disk 0. Chronological : “Number L 1, )é_
Q Audio Tape O Video Tzge ' G Geographical 10. ANNUAL ACCUMULATION
‘ - - .. O File Drawer {s;

T Other (Specify} b Other {Specify} . ' O Microfilm Reel (s}

a Computer Tape(s)

' ‘ O Other (Speciiy) ____
E/%'/z?@ 2= . (Specity)
' ‘ Number
. f;ILE 1S USED ' . ‘1 12. FILE BECOMES INACTIVE AFTER
Daily O Weekly G Monthly -

Number

O Month(s) o Years)

i3. CURRENT LOCATION(S) (8idg., Floor, Room) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? fif yes. specify agency or cffice}
Vi .
/’}% W g VYes - S No

5. ACCESS RESTRICTIONS (If yes, cile law(s) & regulation(s) 16. AUDIT REQUIREMENTS

a Yes : . 0 No o None o Slate O Federal O independent

J‘? £
7. 1S AN INDEX SYSTEM USED? (f yes, explain briefly and | 18. RECOMMENDED RETENTION g 7L’ ) F 3 ,
describe any hardware/software) — & CZ/ K) Voo d . %
: 4

‘e o |IFTerTer i dons /2o &

.3. NAME AND TITLE OF PREPARER ) ' 20. TELEPHONE NUMBER 21. DATE

5504 (Revised 1/93)




INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW

DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY
REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION RECORDS MANAGEMENT DIVISION
SCHEDULE (OGS 550-1) - T275 WATERLOO ROAD - é‘
' P.O. BOX 275 - JESSUP, MARYLAND 20734 - Page /) . of 4

1. DEPARTMENTIAGENCY

ez (of

2. owision P k»(‘/ l,(/ﬁ/‘ /45 3. uNIT
; CORSITFTon

DEFINITION - Recotds Serjfs - A group of related records normally filed aad used 2s a unit for refarence as well as retention and disposition purposes.

* 4. RECORD SERIES TITLE 5. EARLIEST YEAR 1 LATETEST YEAR

//’/ée/’,%fp//ﬂf)//f?/g{ LT

6. RECORD SERIES DESCRIPTION ( Briefly describe the types of m-ormcuonlcccumer\tsﬂorms icund in the Series. Incluce the purpose of funclion of the Jzries

W 225 ‘ 7%;’/ ot O 74' @,&éf/ 4’///9«\)
| P/J\/é/j;" 6@//775&/ e 224 @z)f’é"
| 56474/5,0@3 @%%W/@ /A/%/V /gz) M’ é -

7. RECORD SERIES FORMAT(S) o 8. RECORD SERIES SEQUENCE -~ 9. VOLUME )
o : O File Drawsr(s)
O Letter Size o Microfilm C Alphabetical i O Microfilm Reet {sj
' o ) o : : o Compy
0 Legal Sze o Computer Tabe : 0 Numerical

Tther (vpsc iy)

L2

D Bound Book 0O Floppy Disk O . Chronotogicat _ : “Number &, F

O Audo Tape O Video Tepe

épe

S Geographical 10. ANNUAL ACCUMULATION:
/ ' / ~ O File Drawer s
fher (Specimm Trer (Specity) LT EHRE— , Microfilm Reet {s)

[w]
O Computer Tzpe(s)
[w]

Other {Specily)
Number
11. FILE IS USED _ ‘ . _ 12. FILE BECOMES INACTIVE AFTER -
A o] baily ' a Weekly G Monthly a  Monih(s) a  Year(s)

. - Number
13. CURREP_JT LOCATION(S) (Bldg.; Floor, Room) 14. IS RECORD SERIES DUPLICATED ELSEWHERE? {If yes, specify agency or cffice}
W % @L@/ ] Q Yes : 3 No
15. ACCESS RESTRICTIONS {If yes, cite law(s) & regulation(s) 16. AUDIT REQUIREMENTS =

O Yes : ‘. O No - 0 None a Stae Q Federal O Independent

i7. IS AN INDEX SYSTEM USED? (If yes, explain briefly and . 18. RECOMMENDED RETENTION g 7(’ f ’/—'4} /L@ ﬁF
) describe any hardware/software) 6 2/ K) 0

o Yes___ : B No %/ )0}//{6 //6}7'/'—71’%()

18. NAME AND TITLE OF PREPARER - 20. TELEPHONE NUM‘{ER

21. DATE

- 550-4 (Revised 1/93)




INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION
SCHEDULE (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

7275 WATERLOQ ROAD
P.O. BOX 275 - JESSUP, MARYLAND 20734

r.—
" Page Z of AEE

1. DEPARTMENT/AGENCY

LYo (o7

3. UNIT

&ﬂAB‘?L" Vel }) .90

2. DIVISION Pué/}d L{);V' y 23
st e

DEFINITION - Record¥Series

- A group of related records normally filed and used as a unit for reference as

well as retention and disposition purposes.

i 4. RECORD SERIES TITLE

sl D P7 L

5. EARLIEST YEAR / LATETEST YEAR

6. RECORD SERIES DESCRIPTION { Briefly cescribe the lypes of information/cocumentsiforms ‘cund in the Series.

Cp/z/"/i%czs - s)75 DA e
%/%é(/‘/’ V2

Include the purpose or funcliop of the Series;
Cof 7272 L=~
%5 7y /p/ﬁf %

A ;%/9,0 =

=9

7. RECORD S S FORMAT(S) 8. RECORD SERIES SEQU - 9. VOLUME /
_ . ‘ File Drawer(s)
Letter Size - O Microfilm phabetical O Microfilm Ree! s;
) o . ' : a Computer Tape {3} .
O Legal Size 0 Computer Tzpe O Numetical / o Other (Speciiy)
O Bound Book a Floppy Disk 0. Chronologica! ‘Number é’ v 16:
O Audio Tage— O Video Tzpe o Geographical 10. ANNUAL ACCUMULATION
K/ . : ) T a File Drawer s;
ther (Specify) O Other (Speciiy} C Microfilm Reel {s}
o Computer Tzpe(s}
. O Other {Speciiy)
Numbet
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
D Daily O Weekly G Monthly o Monih({s) C  Year(s)
. Number
13. CURRENT LOCATION(S) (Bldg Fioor, Room) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (I yes. specify agency or cfficel
é é/ W o Yes G No
. e
15. ACCESS RESTRICTIONS (If yes, cite law(s} & regulation(s) 16. AUDIT REQUIREMENTS
O Yes 0o No O None O Slate a Federal G Independent

17. IS AN INDEX SYSTEM USED? (If yes, explain briefly and
describe any hardware/software)

No

g Yes

reepfents Plus
TPy

17?@%1

RECOMMENDED RETENTJON R@'}(Z/O 7&/‘4/%6 ﬁ}C
il

R 4

19, NAME AND TITLE OF PREPARER '

/

20 TELEPHONE NUMBER 21. DATE

3 5504 (Revised 193)




INSTRUCTIONS -- TYPE OR PRINT A SEPARATE FORM FOR EACH NEW DEPARTMENT OF GENERAL SERVICES |’ AGENCY RECORDS INVENTORY
REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION RECORDS MANAGEMENT DIVISION

SCHEDULE (OGS 550-1) 7275 WATERLOO ROAD . =
P.O. BOX 275 - JESSUP, MARYLAND 20794 - Page of ﬁ

1. DEPARTMENTIAQENCY } 2. DIVISION P //& LOb/ﬁ /@ 3. UNIT ¢ '
LO22S CorostFia o

DEFINITION - Records Seri)/A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes.

4. RECORD SERIES TITLE 5. EARLIEST YEAR { LATETEST YEAR

Wi ier 7%/&7%‘ L0 227

6. RECORD SERIES DESCRIPTION ( Briefly describe the types of informztion/cccumentsiforms found in the Series. Incluce the purgose or function of the Series;

Contfamss: o vamerime for A Tols LAZFes
CANEFT 7 /92/79?5 ija”/z - fypresise Sr=rs

- Qori2sperd et - Cap%f%J:?/ - A/ﬁZ/é/@ﬁ%ﬁ;—
P -

7. RECORD SER RMAT(S) 8. RECORD SERIES SEQUENCE - 9. VOLUME /
o File Drawer(s)
etter Size o Microfilm FAlphabeticzl C )

O Microfilm Ree! {s;

) ) A : 0 Computer Teoe s} .
O Legal Size © Computer Tepe - O Numerical J f 3 C Other (Specily) __.
a’m

© Floppy Disk O . Chronological “Numbear C'// /': —
O Audio Tape D Video Tepe T Geographical _ 10. ANNUAL ACCUMULATION
: S . O File Drawer {5}
" 0 Other (Specify) : O Other (Specify)- o Microfilm Reet (s}
’ o Computer Tape(s)
W O Other {Specify)
o Number
11. FILE 1S USED 12. FILE BECOMES INACTIVE AFTER
0 Daly - [w] Weekiy G Monthly O Month(s) o - Yearis)
. Number
13. CURRENT LOCATION(S} (Bldg.: Floor, Room) - 14. 1S RECORD SERIES OUPLICATED ELSEWHERE? {If yes. specify agency or cffica!

15. ACCESS RESTRICTIONS (If yes, cite law(s) & regulation(s) 16. AUDIT REQUIREMENTS

o Yes : . o No o None . o State a Federal O independent

~ = ry pos=Th. .
7. 1S AN INDEX SYSTEM USED? (if yes, explain briefly and 18. RECOMMENDED RETENTION E g,f"’Z/ ) [for A/ PC 9}5‘
describe any hardware/software) ’
: '\ .
e o t,OWP/vLS S YEerL)S g 7‘7[760
- destToy S

9. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBé : 21, DATE

5504 (Revised 193]




[NSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION
SCHEDULE (DGS $50-1)

|

DEPARTMENT OF GENERAL SERVICES
RECOROS MANAGEMENT DIVISION
727S WATERLOQ ROAD
P.O. BOX 275 - JESSUP. MARYLAND 20794

AGENCY RECORDS INVENTORY

/
Page 2 of _4/25_

——

! 1. DEPARTMENT/AGENCY

ey &7

2. DIVISION P‘/kéa M/‘ /45

3. UNIT

oI T s

DEFINITION - Records Zries - A group of related records normally filed and used as a unit for reference as

well as retention and disposition purposes.

4. RECORD SERIES TITLE

Sideldt K Conepensy sz,

§. EARLIEST YEAR / LATETEST YEAR

T [ G

6. RECORD SERIES DESCRIPTION ( Briefly describe the types of informztion/cocumentsiforms jcund in the Series. Include the purpose of function oi the Series;

CoTNES = Pl - CrTmran— /At /1/49;/77
| BN frr e s - MVERES S Copident.

NoITeEs; Ifors Cortsed wins L. Kooe 05 s o,

A}

/
S
) DALD

S FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME /
T ’ @ +ile Drawer(s)
Letter Size O Microfilm Alphabetical ) 3 Microiiim Reet s}
' ) . : O Computer Teoe {3}
O Legal Size o Computer Tepe G Numerical / f 5 T Other (Specify)
O Bound Book o Floppy Disk O . Chronologica! “Number A//%-
O Audio Tape O Video Tepe o Geographical 10. ANNUAL ACCUMULATION
. v O File Drawer {s}
" Other (Specify) ‘a Other (Speciy) T Microfilm Reet {s)
0 Computer Tape(s)
O Other iSpecify)
Numbper
1. FILE 1S USED _ 12. FILE BECOMES INACTIVE AFTER
Daily - O Weekly ©  Monthly D Month(s) C  Year{s)
- : Number
:3. CURRENT LOCATION(S)-(BIdg... Floor, Room} 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? df yes. specify agency =t cffice;
57 7
a5 7 <SP TE=T o ves s
. ¥ - =z
5. ACCESS RESTRICTIONS (f yes, cite taw(s) & regulation(s) 16. AUDIT REQUIREMENTS
a Yes a No 0 None a  Slate O Federal O Independent
7. 1S AN INDEX SYSTEM USED? (if yes, explain briefly an 18. RECOMMENDED RETF"'"’“‘
describe any hardware/saftware) . -
a v Retain for 3 years and until all
= a N audit requirements have been
fulfilled, then destroy. \
-3. NAME AND TITLE OF PREPARER 20. ;

TELEPHONE NUMBEF

© 5504 (Revised 193)




INSTRUCTIONS ~ TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION
SCHEDULE {DGS 550-1}

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD
P.O. BOX 275 - JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

/
.Page Zp of ’//é'(

1. DEPARTMENT/AGENCY

LLepn Cpter

2 OIVISION pj,(é]/d [,;/’ K| 2 o
és;gé'%%%e*

CVAES?‘»’"Z{& o2

DEFINITION - Records Sefies - A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes.

4. RECORD SERIES TITLE

ST

§. EARLIEST YEAR / LATETEST YEAR

V==

! ) . .
6. RECORD SERIES DESCRIPTION ( Briefly cescribe the types of information/cecumentsiforms fcund in the Series. Include the purpese or function of the Series;

AP /4’1.4177(71//;4 /&9//47 /" _D)?/?/ﬁf S PP -
frrremers fHpOs

oI = -

-/

/
/

7. RECORD SER! ORMAT(S) ‘ '_
etter Size ] Microﬁlm

O Legal Size O Computer Tape

O Bound 8ook C Floppy Disk
O Audio Tape O Video Tepe

O Other (Specify)

8. RECORD SERIES SEQUENCE
O Alphabeticai
O Numerca!

O Chronological

G Geogrephical )
W/Ve_

9. VOLUME /
rile Drawer(s)

O Microfilm Ree! (s)
o Computer Tzoe (3)
o Other (Spectiy) .

C A

10, ANNUAL ACCUMULATION
O File Drawer (s}
G Microfilm Reet {sj
O Computer Tape(s}
Q Qther {Specify)

/.

“Number

Number

1. FILE IS USED

a Daily a  Weekly G Monthly

12. FILE BECOMES INACTIVE AFTER

[a]
Number

Month(s} a  Year(s)

13. CURRENT LOCATION(S) (Bldg.; Floor, Room)

L5 FH Shze]

14. 1S RECORD SERIES DUPLICATED ELSEWHERE? {if yes. specify zgency or cffice!

Q  Yes  No
S
‘5. ACCESS RESTRICTIONS {if yes, cite law(s) & regulation(s) 16. AUDIT REQUIREMENTS
o Yes : . o No @ None a Slate o Federal G Independent

7. IS AN INDEX SYSTEM USED? (If yes, explain briefly and
describe any hardware/software)

O Yes O No

18. RECOMMENDED RETENTION R@{"Z/k) I//IU/}’ L— W
i 6»/;%@554&1,7‘/9&0 dés?‘;%%

3. NAME AND TITLE OF PREPARER

20. TELEPHONE NUMBER

21. DATE

5504 {Revised 1)




: INSTRUCTIONS — TYPE OR PRINT A SEPARATE FORM FOR EACH NEW DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY
REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION RECORDS MANAGEMENT DIVISION . /
SCHEDULE (OGS 550-1)

. 7275 WATERLOO ROAD . -
P.O. BOX 275 - JESSUP, MARYLAND 20794 - Page of

1. DEPARTMENTAGENCY 2. DIVISION f) éﬂt‘/ L(/b% 3. UNIT ‘
LV LA, o |ContsTTREionS

DEFINITION - Records gleries - A group of related records normally filed and used as a unit for reference as well as rotention and disposition purposes.

4. RECORD SERIES TITLE 5. EARLIEST YEAR / LATETEST YEAR

ENplrjec fFlas | | el

6. RECORD SERIES%ESCRIPT!ON { Briefly describe the types of information/cocumentsiforms found in the Series. Incluce the purpose of function of thg Sg jes:

Con N5 « Leme B fbsonl € FEb5r ey p//%'/é;/;
DI ler TFTeES [ efT, -

7. RECORDEERIES FORMAT(S)

8. RECORD SERIES ENCE - 3, VOLUME /
) File Drawer(s)

Alphabetical a Microiilm Rae! {sj

o _ : } O Computer Taoe (3]
O Legal Size o Compuler Tape - O Numerical : > O Other{Specify) __.
a Bound Book

a Floppy Disk O Chronological “Number &/ F‘,

Lelter Size a Microfim

o Audio Tape o] Vndeo Tepe G Geographical 10. ANNUAL ACCUMULATION
‘ . - O File Drawer s}
" @ Other (Specify) © Other (Speciy) . O Microfim Reel {s)

o Computer Tzpe(s)

Enphppeme | T

Number

11. FILE IS USED 12. FILE BECOMES {NACTIVE AFTER

Daily O Weekly O Monthly o Month(s) o Year(s)

Number

13. CURRENT LOCATION(S) (Bldg._. Floor, Room) 14. IS RECORD SERIES DUPLICATED ELSEWHERE? {If yes. specify agency = cffice!

. R
5. ACCESS RESTRICTIONS (If yes, cite law(s) & regulation(s) 16. AUDIT REQUIREMENTS : '

O No

o Yes . o No

0 None o Slate O Federal O Independent

7. 1S AN INDEX SYSTEM USED? (if yes, explain briefly ang 18. RECOMMENDED RETENT‘ON } * :
- describe any hardware/software) » /4'/ p V7 4 ég %
e o* Hhewdesin
/

-3. NAME AND TiTLE OF PREPARER

20. TELEPHONE NUMBER - 21. DATE

5504 (Revised 1/93)




INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY
REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION RECORDS MANAGEMENT DIVISION

SCHEDULE (DGS 550-1) . 7275 WATERLOO ROAD
P.O. BOX 275 - JESSUP, MARYLAND 20794 . Page

iR DEPARTMENTIAGENCY 2 omsmnftfé//f/:k:jﬁ /7 %* 3. UNIT . ‘
LLcizd LT  lesategz.o . Consiiadeo

: DEFINITION - Recordp/Series - A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes.

| 4. RECORD SERIES TITLE 5. EARLIEST YEAR / LATETEST YEAR

Msz, ST f7ies /% il

6. RECORD SERIES DESCRIPTION ( Briefly describe the types of information/documentsiforms isund in the S=nes Include the yse of %on of the Series;
Cobns: Epiopract sl - o 4=
s - iy osn= Lo S 2 S

SilAFRnes ; O 7 SO S e p e~ //@ézzx’
77 f‘wd/rzm/ 7&/0 - ) endd //ngr/;/{%
B/ tyiee o s ¥ ﬂ/f/éﬂgﬁ p/;;z[ 5}97_ —
TR NG - E/’V/p/ e fTies yyia2 /D/(_D

' Loz T . (oiEr)

N —

7. RECORD'S FORMAT(S) A 5 RECORD SERIES SEQUE : 5. VOLUME /
- - rile Drawsr(s)
Letter Size o Microfilm phabetical /

/ a Microfilm Reg! {3}

. ) : o Computer Teoe i3} .
C Legal St o Computer Tepe - O Numerical ’ W © Other (Specily) .
Bound Book O Floppy Disk i

Q. Chronologicat ‘Number

O Audo Tape O Video Tace © Geogrephica . 10. ANNUAL ACCUMULATION

O File Drawer (s;
" O Other (Specify)

@ Other {Specify)

bk

o Microfilm Reel {s).
O Computer Tzoe{s)
O Otnher {Speciiy)

' Number
11. FILEIS US . 4 12. FILE BECOMES (NACTIVE AFTER
A Daily - O Weekly G Monthly _ O Month(s) c  Year(s)
. . Number
13. CURRENT L'OCAT(ON(S).(Bldg.: Floor, Room) 14. IS RECORD SERIES OUPLICATéD ELSEWHERE? {if yes. specify agency or cifical
M W a  Yes - o No
: - - - ~
15. ACCESS RESTRICTIONS (If yes, cite law(s) & regulation(s) 16. AUDIT REQUIREMENTS -
O Yes X . 0O No o None o Slate G Federal O Independent

‘7. IS AN INDEX SYSTEM USED? (If yes, explain briefly and 18. RECOMMENDED RETENTION

describe any hardware/software) Mé e %W e)/, ,‘?'Z,
O Yes O No ﬁ@gpk ﬁm/c)/

.9. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER 21. DATE

5504 (Revised 1/93)




INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES. FORWARD WIiTH RECORDS RETENTION
SCHEDULE (OGS $S0-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD
P.0. BOX 275 - JESSUP, MARYLAND 20794

AGENCY RECORODS INVENTORY

/
" page £ :3 of .Li_

{ 1. DEPARTMENTIAGENCY

ey 4/%/

—

2. DIVISION P é//c Mf}(ﬁ

3. UNIT

CoxsHi gmws

DEFINITION - Records Sefies

- A group of related records normally filed and used as a unit for reference as

well as retention and disposition purposes.

4. RECORD SERIES TITLE

/e’/fdP/\ <

5. EARLIEST YEAR f LATETEST YEAR

L

6. RECORD SERIES DESCRIPTION ( Bricfly describe the types of informztion/cocumentsiforms {cund in the Senes

fq’SA//CtS ,g//

CoTIZRE © rits /s

Flrrzpmes= £ =5

-8 )ES

Include the purpose of ! uscnon of the Series:

7. RECORD SERI FAT(S) 8. RECORD SERIES SEQUENGE - 9. VOLUME /
- File Drawer(s)
Letter Size O Microfilm iphabetical O Microfilm Reet is;
) o _ : o Computer Tzpe (3]
0O Legal Size O Computer Tape G Numerical E Z C Other (Speciiy)
O Bound Book O Floppy Disk o Chronological *Numbar - E
O Audio Tape O Video Tape o Geographical 10. ANNUAL ACCUMULATION
: e O File Drawer s}
@ Other (Specify) @ Other (Specify) : O Microfilm Reel (s
O Computer Tzoe(s)
Wjﬁ/‘ a Other {Speciiy)
Number
1. FILEIS US 12. FiLE BECOMES INACTIVE AFTER
Daily a  Weekly G Monthly o Month{s) c  Year(s)
. Number
13, CURRENT LOCATION(S) (B!dg.; Floor, Room) 14, 1S RECORD SERIES DUPLICATED ELSEWHERE? {If yes. specify agency 3t office!
//,ﬂ’é M o Yes g No
N .
5. ACCESS RESTRICTIONS (If yes, cite law(s) & regulation(s) 16. AUDIT REQUIREMENTS
a Yes a No o None Q State QO Federal a Independent

7. 1S AN INDEX SYSTEM USED? (if yes, explain briefly and '
describe any hardware/software)

a Yes G No

%e/ual

RECOMMENDED RETENTION

iy

Betzio /73 s

.3. NAME AND TITLE OF PREPARER

20. TELEPHONE NUMBER

21. DATE

5504 (Revised 1/93)




INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION
SCHEDULE (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES * AGENCY RECORDS INVENTORY
RECQOROS MANAGEMENT DIVISION )

' / /
. 7275 WATERLOQ ROAD -
P.O. BOX 275 - JESSUP, MARYLAND 20794 - Page of

1. DEPARTMENTIAGENCY

| e/ citsr

2 mws:ou?y }C L(}ﬁ/ K| 5 v | |
' COMSTar oo 1

’ DEFINITION - Recpfds Series - A group of related records notmally filed and used as a unit for reference as well as retention and disposition purposes.

D7

" -
4. RECORD SERIES TITLE /@ : - W 5. EARLIEST YEAR / LATETEST YEAR
RS R s 87 7S

0 SF7Z5

6. RECORD SERIES DESCRIPTION ( Briefly describe the types of information/cccumentsiforms found in the Series  Include the purpose of funclion 3 the Sefies;

DBWVEr VEtuhe o 177000, 7&%’«99/’*7“ |

7. RECORD SERIES FORMAT(S) ‘

O Letter Size o Mi_cro.‘ilm
O Legal Size o Compule.' Tepe
O Bound Book 0 Floppy Disk

Other (Specify)

8. RECORD SERIES JENCE - 3. VOLUME /
) rite Drawer(s)
Alphabelica ) Microiilm Ree! isj
Numerical

O Chronologica! “Number . é/ Y

Computer Taoe {3
Other (Specify) .

00

G Geographical 10. ANNUAL ACCUMULATION
S - O File Drawer is)
o Other (Speciiy) ' O Microfitm Rel is}

— O Computer Tzpe(s)
ﬁ /—7—’_’ A/p a Other (Speciiy)
W%# Numper “

11. FILEIS US

Daily O Weekly G Monthly

12. FILE BECOMES [NACTIVE AFTER

O Month(s) o] Year(s)
Number
13. CURRENT LOCATION(S).(B!dg._' Floor, Room) 14. IS RECORD SERIES DUPLICATED ELSEWHERE? {If yes. specify agency 1 cffice}
Q {% 57//2 gj'_( o VYes . S 3 No

5. ACCESS RESTRICTIONS (If yes, cite law(s) & regulation(s) 16. AUDIT REQUIREMENTS

O Yes . o No 0 None O Stae O Federal O Independent
7. IS AN INDEX SYSTEM USED? (If yes, explain briefly and 18. RECOMMENDED RETENTION

describe any hardware/software)

O VYes a No 3 years andunﬁ\ all |

Reta.m for ; ents have been ,:_—-—_—

3. MAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER audit 1O then destroy-

5504 (Revised 193)




